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Process Transfers, Job Share and Process Transfers, Job Share and 
Discuss Concurrent EmploymentDiscuss Concurrent Employment
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Overview Objectives
By the end of this chapter, you will be able toBy the end of this chapter, you will be able to:

Define terms, concepts, and procedures
Process Transfers
Process Job Share
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TransferTransfer
The Transfer action is used whenever an employee was previously 
entered into AASIS and is transferred either within an agency or across 
agencies. The employee’s master data information will be stored in 
AASIS so the receiving agency does not need to re-enter this data. The 
Personnel, Time, Benefits and Payroll Administrators will be notified via 
the SAP Inbox.

If an employee is transferring within the agencyIf an employee is transferring within the agency, the person with the the person with the 
role of Agency Personnel Management, or CLJ Personnel role of Agency Personnel Management, or CLJ Personnel 
Management will perform the Transfer Action. Management will perform the Transfer Action. 

For all employees transferring across agenciesFor all employees transferring across agencies, OPM/State Payroll will OPM/State Payroll will 
perform the Transfer Action.  perform the Transfer Action.  

Stop! Think! Remember!Stop! Think! Remember!
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Job ShareJob Share

The person with the role of Agency Personnel Management 
MUST MUST adjust the ‘Employment percentage’ field on the 
Planned Working Time infotype 0007, when processing the 
personnel action (PA40) for the job share employee.  
Otherwise, an overpayment may occur if the employee is in 
an exempt position.  Also, the employee’s annual and sick 
time will not accrue appropriately.

Concurrent EmploymentConcurrent Employment
Concurrent Employment Action should be processed by OPM/State 
Payroll Systems.

All Concurrent Employment Termination Actions are processed 
by OPM/State Payroll Systems.

Note:
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Exercise Scenario #11Exercise Scenario #11

An employee is laterally transferring 
within your agency. Perform the 
Transfer Action.
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Demonstration

Transfer
Human Resources > Personnel Management >
Administration > HR Master Data > Personnel Actions 
(PA40)
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1. Follow the menu path and 
doubleclick on Personnel Actions 
or enter PA40 in the command field 
and press enter.
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2. Enter the employee’s 
Personnel number.  

3. Enter the Transfer effective date.

4. Select Transfer.

5. Click Execute.

Note:  The effective date must not be earlier than the 
beginning of the first pay period of the fiscal year.  
For example, an action initiated on 7/6/04 may have 
an effective date no earlier than 6/20/04.
If it is necessary for the agency to have an effective 
date beyond the first pay period of the fiscal year 
limit, the agency must send a request with 
justification to State Payroll Manager at the Office of 
Personnel Management/State Payroll (fax number 
501-682-5094) for approval.
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6. Select the reason for the transfer
from the drop-down list.

9. Click Save.

Start

8. Click Enter.

9. Click Save.

6. Select the reason for the transfer
from the drop-down list.

7. Enter the employee’s new position number or use
the drop-down list to select the new position number.

Note: The Reason code selected for the Action infotype 0000 
must correspond with the Reason code selected for the Basic 
Pay infotype 0008.  



10

AASIS Support Center, V3.0 
November, 2005, Gwinnett Orr

HRPA-Personnel Administration
version 3.0

An AASIS Training Guide

5-10

10. Select the employee’s
scheduled working hours
from the drop-down list.

11. Select the employee’s 
personnel, time and payroll
administrator from the drop-down 
list.

12. Select the employee’s benefits administrator from
the drop-down list.

13. Click Enter.
14. Click Save.

NOTE : When the agency personnel with the 
role of Personnel Management, Personnel
Specialist or Employee Benefits Specialists 
uses the transaction code PA30 Maintain HR 
Master Data to update the Contract field on 
IT0001 Organizational Assignment, the 2nd 
Program Grouping field on IT0171 General 
Benefits Information infotypes will automatically 
be updated. The start date entered on the 
IT0001 record will also be reflected on the 
IT0171 record. 
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18. Click Save. 19. Click Cancel to go 
to next screen.

15. You may select multiple task types to
Monitor from the drop-down list, i.e.. 
‘End of Probation’.  

16. If necessary, enter the new ‘End of Probation’ date.

17. Click Enter. 18. Click Save.

19. If no information is entered, click the RED X to cancel.

Note:  This screen is optional.  If you do not want to 
store any information on this screen, then skip to step 
19.
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22. Click Save.

Start

20. Verify the employee’s
business address and telephone
information. If necessary, change.

21. Click Enter.
22. Click Save.
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23. Select the employee’s appropriate worksite
by using the drop-down list.

25. Click Save.

Start

This infotype is optional you may 
skip this screen and go to the next 
record by clicking on the Red X to 
cancel.
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26. Verify the employee’s 
permanent residence address
and telephone information. 
If necessary, change.

28. Click Save.

Start

26. Verify the employee’s
permanent residence address
and telephone information (optional). 
If necessary, change.

28. Click Save.
27. Click Enter.
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29. If necessary, change the defaulted 
information.  

31. Click Save.

Start

29. If necessary, change the defaulted 
information.  

31. Click Save.
30. Click Enter.

29. If necessary, change the defaulted
information.  

30. Click Enter.
31. Click Save.
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32. Select the reason from the drop-down list.

34. Click Save.

Start

Verify that the hourly rate defaults to the
appropriate amount.  If necessary, change.

32. Select the reason from the drop-down list.

34. Click Save.33. Click Enter.

Note:  The Reason code for the change to the employee’s 
Basic Pay infotype 0008 must correspond with the Reason 
code selected for the Action infotype 0000.  
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Questions and Answers


